
RESOLUTION NO. 86-116 

RESOLUTION APPFOVING CLASS SPECIFICATIONS 
AND SEITING sFJ;ARy RANGE FOR PURCHASING Ol?l?IcER 

RESOLVED that the City C o u n c i l  of the City of Lodi does hereby 
approve class specifications for Purchasing Officer as s h m  on 
Wit A attached hereto and thereby made a part hereof. 

BE IT FufiTHER RESOLVED that tfie City Council of the City of Lodi 
does hereby designate the position of Purchasing Officer as a 
mid-management position and hereby establishes the salary ranqe as 
follows : 

Dated: August 6, 1986 

I hereby c e r t i f y  that Resolution No. 86-116 was 
passed and adopted by the City Council of the City 
of Lodi in a regular m e t i n g  held August 6 ,  1986 by 
the following vote: 

Ayes: Council Members - O l s o n ,  Hinchmn, Pinkerton, 
Snider and Reid (Mayor) 

Noes: Council Members - None 

Absent: Council Memkrs - None 

86-116 



E X H I B I T  A 

CITY OF LODI 

PURCHASING OFFICER 

DEFINITION 

Plans, organizes,  d i r ec t s  and par t ic ipa tes  i n  a centralized purchasing 
system. 
inventory items for the e l e c t r i c ,  water a n d  sewer u t i l i t y  enterprise 
funds. Organizes  a n d  d i r ec t s  the C i ty ' s  central ized warehouse 
operation. 
City departments. 

Responsible f o r  procurement o f  mater ia ls  a n d  supplies of 

Purchases mater ia ls ,  supplies and  equipment for a l l  other 

DISTINGUISHING CHARACTERISTICS 

T h i s  i s  a h i g h  level management p o s i t i o n  c lass  i n  the Finance 
Department. 
procurement and warehousing dut ies  affect ing a l l  departments. These 
dut ies  require  extensive external contacts and working relationships. 
The Purchasing Officer i s  expected to  possess extensive technical 
knowledge o f  p u r c h a s i n g  methods a n d  techniques and perform d i f f i cu l t  
managerial and adminis t ra t ive functions. 

The posit ion i s  responsible f o r  the performance of 

SUPERVISION RECEIVED AND E X E R C I S E D  

Receives general d i r e c t i o n  from the finance Director. Exercises 
direct ion over several  posit ions in the  P u r c h a s i n g  Division including 
the central  warehouse operation. 

EXAMPLES OF DUTIES 

Duties may include, b u t  are n o t  limited t o ,  the following: 

Confers w i t h  department heads and c i t y  s t a f f  regarding purchasing needs. 

Assists departments i n  the w r i t i n g  of spec i f ica t ions  for bids. Attends 
bid openings. 
makes recommendations on major purchases. 

Evaluates o r  ass is ts  i n  evaluation of b i d s  received and 

Maintains contacts  w i t h  vendors a n d  sa les  representatives a n d  
negotiates with suppl iers  t o  obtain best  price and terms for  City 
purchases. 

Reviews purchase order pr ices  and extensions. 

Provides i n f o r m a t i o n  on the Ci ty ' s  purchasing system and central 
warehouse operation. 



CITY OF LODI 
P u r c h a s i n g  Officer (Con t i  n u e d )  

EXAMPLES OF DUTIES 

Directs i n v e n t o r y  c o n t r o l  s y s t e m .  

T r a i n s  and  evaluates s t a f f .  

A r r a n g e s  f o r  sale o f  s c r a p  o r  s u r p l u s  C i t y  p r o p e r t y .  

P r e p a r e s  , jus t i f ies  and  admin i  s t e r s  d i v i s i o n a l  budge t .  

R e s p o n s i b l e  f o r  c a r r y i n g  o u t  a s a f e t y  program. .  

P e r f o r m s  r e l a t e d  d u t i e s  as a s s i g n e d .  

QUAL I FI CAT1 ONS 

Know1 e d g e  o f :  

P r i n c i p l e s  a n d  p r a c t i c e s  of p u r c h a s i n g .  

Marke t  c o n d i t i o n s  a n d  c u r r e n t  p r i c e s .  

Methods  t o  o b t a i n  c c m p e t i t i v e  b i d d i n g .  

F e d e r a l  , S t a t e  and  Munic ipa l  l aws  g o v e r n i n g  C i t y  pu rchases .  

I n v e n t o r y  c o n t r o l  p r o c e d u r e s .  

A p p l i c a b l e  a c c o u n t i n g  p r o c e d u r e s  f o r  p u r c h a s i n g .  

A b i l i t y  t o :  

P l a n ,  o r g a n i z e  and  s u p e r v i s e  the work o f  others. 

P l a n ,  o r g a n i z e  and  d e v e l o p  p r o c u r e m e n t  a n d  pu rchas ing  
p r o c e d u r e s .  

I n t e r p r e t  and  e x p l a i n  the Ci ty ' s  p u r c h a s i n g  system and 
c e n t r a l i z e d  w a r e h o u s e  o p e r a t i o n .  

M a i n t a i n  r e c o r d s ,  p r e p a r e  s t a t i s t i c a l  r e p o r t s  and budge t s .  

E s t a b l i s h  a n d  m a i n t a i n  e f fec t ive  work ing  r e l a t i o n s h i p s  w i t h  
d e p a r t m e n t  o f f i c i a l s ,  v e n d o r s  and  s u b o r d i n a t e s .  

P e r f o r m  manage r  i a 7 and  a drni ni s t r a t i  v e  f u n c  t i ons  . 
Communicate c l ea r ly ,  o r a l l y ,  a n d  i n  w r i t i n g .  



CITY OF LODI 
Purchasing Officer (Continued) 

Experience and Education 

Any combination of experience and education that would 
1 i kely produce the qua1 ifying knowledge and abi 1 i ty. 
typical combination i s :  

A 

ExDerience: 

Four years experience in a governmental or commercial 
purchasing operation including increasingly responsible 
work in the areas of purchasing, preparing 
specifications, inventory control procedures and 
warehousing. 

- 

Education: 

Completion of t w o  years of college including courses 
i n  purchasing, marketing or business administration. 


